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• Electronics
• Food & Drink
• Restrooms
• Breaks
• Questions
• Evaluations

Housekeeping 



Acronyms 
• OHS: Office of Homeland Security
• OES: Office of Emergency Services
• ALS: Automated Ledger System
• Mod: Modification
• MMRS: Metropolitan Medical Response System
• BZPP: Buffer Zone Protection Program
• PSIC: Public Safety Interoperable 

Communication
• UASI: Urban Areas Security Initiative

Overview



Acronyms 
• AAR: After Action Report
• IP: Improvement Plan
• BSIR: Biannual Strategy Implementation   

Reports
• ISIP: Initial Strategy Implementation Plan
• GRT: Grants Reporting Tool
• RKB: Responder Knowledge Base
• AEL: Authorized Equipment List 

Overview



Inam Ali

Program Representative
Fiscal & Reporting Unit
Grants Management Division
Governor’s Office of Homeland Security



• Overview
• Financial Management Forms Workbook
• Cash Requests / Advances / Modification
• Grant Closeout
• Interactive Demonstration

FY 2008 Fiscal Management Workshop
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Automated Ledger System 
(ALS)

• Database used to enter and   
track all Homeland Security  
grants

• All modifications completed      
in ALS

• All reimbursements/cash 
requests processed using the  
ALS 

• Processed 6,800 plus   
transactions and more               
than $600 million in 
reimbursements since 2005

Overview
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Fiscal & Reporting Unit
(F&RU)

The F&RU is responsible for processing all requests for reimbursement from subgrantees across 
all grants, submitting Initial Strategy Implementation Plans (ISIP), Biannual Strategy 
Implementation Reports (BSIR) and Categorical Assistance Program Reports (CAPR).
The F&RU is also the lead in providing grant related information in support OHS's annual report, 
reports to the legislature and California's State Preparedness Report (SPR). The F&RU conducts 
several workshops throughout the year including Reports and Recordkeeping, Fiscal 
Management and Biannual Strategy Implementation Reporting.

Program staff for the Fiscal and Reporting Unit (F&RU) include:

Kris Whitty, Program Manager (916) 323-7734     kris.whitty@ohs.ca.gov
Gina Joaquin, Fiscal Technician             (916) 324-6551     gina.joaquin@ohs.ca.gov
Christopher Sampang, Office Assistant   (916) 324-9313     christopher.sampang@ohs.ca.gov
Sabra Bowen, Program Representative  (916) 324-9315     sabra.bowen@ohs.ca.gov
Inam Ali, Program Representative         (916) 324-6054     inam.ali@ohs.ca.gov
Michael Cheng, Program Representative (916) 324-6779     michael.cheng@ohs.ca.gov
Akria Yamamoto, Program Representative (916) 322-2643     akria.yamamoto@ohs.ca.gov
Rose Nguyen, Program Representative          (916) 322-2607     rose.nguyen@ohs.ca.gov

Overview



Automated Ledger System 
(ALS)

• Database used to enter and   
track all Homeland Security  
grants

• All modifications completed      
in ALS

• All reimbursements/cash 
requests processed using  
the ALS 

• Processed 6,800 plus   
transactions and more               
than $600 million in 
reimbursements since 2005

Overview



Reimbursement Process Working Group

Reduce the processing time for:

• Cash Requests/Advances

• Modifications of Grant Activities

Overview



Outcome
• Financial 

Management 
Forms 
Workbook

• Template for 
Automated 
Systems to 
come

Overview

Sample



• FY 08 Fiscal Management Workshop

• FY 08 Application Workshop

• Website: www.ohs.ca.gov/grants_fiscal_reporting.html

Overview



• Foundation of Subgrantee Application
• Project Ledger is the Basis for Project 

Planning
• Provides for Pre-Approval

• Equipment Purchases
• Training Courses

• Confirms AAR and IP are uploaded into 
portal (Exercise)

Overview



• FY 06, 07, FY 08 ONE modification per quarter

• All grants, ONE cash request per month

• FY 04 and FY 05 grants will need to submit 
equipment ledgers in the future

Forms and Procedures

Overview



Overview

Quarter Dates for FY 2008

• Quarter : Award date – 12/31

• Quarter : 1/1 - 3/31

• Quarter : 4/1 - 6/30

• Quarter : 7/1 - 9/30

• Quarter : 10/1 - 12/31



Financial Management 
Forms Workbook



Financial Management Forms Workbook 
Changes for FY 2008 & 2009

• The FMFW is unlocked

• Sorting/Auto Filter feature is available

• Planning Roster is updated to reflect Planning-

Personnel and Planning-Contractor 

• Catalogue of Federal Domestic Assistance (CFDA) field   

is included

• Macros are included to reduce redundant tasks



Financial Management Forms Workbook

•Marked with a disclaimer advising against altering the document

“Alterations to this document may result in delayed 
application approval, modification, or reimbursement 
requests. Subgrantees may be asked to revise and/or 

resubmit any altered Financial Management Forms 
Workbook.”



Website:  http://www.ohs.ca.gov

Financial Management Forms Workbook



http://www.ohs.ca.gov/divisions.html

Financial Management Forms Workbook



http://www.ohs.ca.gov/grants.html

Financial Management Forms Workbook



http://www.ohs.ca.gov/grants_fiscal_reporting.html

Financial Management Forms Workbook



Financial Management Forms Workbook

Sample

1.Click on “Tools”

2.“Macros”

3.“Security”

4.Set it to “Medium”

5.Save 

6.Close / Re - Open the FMFW

7.Click on “Enable Macros”



Financial Management Forms 
Workbook Composition

1. Application Cover Sheet
2. Project Descriptions
3. Grant Management Roster
4. Project Ledger

• Cash Request Form
• Modification Request Form

5. Equipment Inventory – Monitoring
6. Training Roster
7. Planning Roster
8. Exercise Roster 
9. Authorized Agent Signature Page



Statement of Certification

Grant Program Selection Amount Requested

Body of 5 Signatures

Authorized Agent

Contact Information

Header

*One Cover Sheet Per Grant Program (Authorized Agent Signature is required)*



Financial Management Forms Workbook

Project Descriptions

• 20 Projects maximum (A-T)
• Please include letter (A-T) of project when entering in BSIR
• Be as descriptive and concise as possible (1000 Characters)
• Do not use terms that are only meaningful locally



Financial Management Forms Workbook

Grant Management Roster

•Name of Individual 

•Title

•Area of Responsibility

•Employee / Contractor

•Employee Status



Financial Management Forms Workbook

Project Ledger

• Ledger Type               
(Top right)

• Item Number
• Project
• Project Name (Project     
Naming Protocols)

• Funding Source
• Discipline
• Solution Area
• Solution Area            

Sub-categories
• Total Obligated
• Amount Approved 
Previous

• Amount this request
• Match Amount



Financial Management Forms Workbook

Equipment Inventory Ledger

•Project
•Equipment description
•AEL Number 
(www.rkb.us)
•AEL Title
•Funding Source
•Invoice Number
•Vender
•Total Cost 
•Cash Request Number
•Acquired Date
•ID Tag Number
•Condition/Disposition
•Deployed Location

•At the time of monitoring, all equipment must be inventoried, tagged, and related to an 
invoice on file. This form will be required at the time of cash request. Totals must match.



http://www.rkb.us

Financial Management Forms Workbook



http://www.rkb.us/lists.cfm

Financial Management Forms Workbook



Financial Management Forms Workbook

Training Roster

• Project
• Course Name
• Solution Area  
Sub-category

• Discipline
• Funding Source
• Total Cost  
Requested for 
Reimbursement

• Total Claimed
• Feedback  Number
• Cash Request Number



http://www.ohs.ca.gov/hseep/TrainingHome.html

Financial Management Forms Workbook



http://www.ohs.ca.gov/forms/default.asp

Financial Management Forms Workbook

• Please scroll down

• Click Submit



Financial Management Forms Workbook

Planning Roster

• Project
• Planning Activity
• Solution Area              

Sub-category
• Discipline
• Funding Source
• Final Product

• Examples: Policy,  
procedure,  
guidelines…etc.

• Total Cost Requested     
for Reimbursement

• Cash Request Number



Financial Management Forms Workbook

Exercise Roster

• Project
• Exercise Title
• Conducted By
• Date of Exercise
• Exercise Type
• Exercise Role
• Solution Area     

Sub-category
• Discipline
• Funding Source
• Total Cost
• Date AAR entered  
into ODP Secure Portal

• Cash Request     
Number



Financial Management Forms Workbook

Authorized Agent Signature Page
Cash Request:
• A.A. Signature Page must be attached to all official 
requests for reimbursements, advances, and modifications 
with original signatures
• Supporting information for advance should be transmitted 
on Authorized Agent form



Cash Request



Financial Management Forms Workbook

Cash Request Process

1. Sub-grantee submits request
2. Regional representative reviews
3. Fiscal technician or Analyst inputs data into ALS
4. Analyst reviews and approves
5. Program Manager reviews and approves
6. Deputy Director final approval
7. Request transmitted to Accounting
8. Accounting transmits claim schedule to State 

Controller’s Office CalStars System
9. Warrant Issued



Financial Management Forms Workbook
Cash Request Process

First Cash Request:

1. Copy “Project Ledger” tab and rename to “Cash Request # 1”
2. Complete “Cash Request # 1”

Second and subsequent Cash Requests:

1. Copy cash request #1
2. Rename tab to Cash Request #2
3. Copy amounts from “Total Approved” column into “Amount 

Paid” previous column
4. Clear “Amount This Request” column
5. Enter amounts for current request
6. Submit and repeat steps above for subsequent requests



Advances



Financial Management Forms Workbook
Advances

FY2006 - FY2008 Grants
• Funds may be held for not more than 120 days
• Interest bearing account- Financial Institution
• Interest returned at least quarterly to:

United States Dept. of Health & Human Services
Division of Payment Management Services
P.O. Box 6021
Rockville, MD 20852

• All interest earned must be reported to OES Accounting
• Subgrantee may retain $100 in interest per year for       

administrative expenses
• All funds not expended within 120 days must be returned to OES   

Accounting
• Status of all advances will be reported on cash requests 

subsequent to the advance



Modification



Financial Management Forms Workbook

Modifications

Modification Request

1. Latest Working Project ledger

2. Copy “Project Ledger” tab

3. Rename to                                                                 
Modification Request # X

4. Red Strikethrough for delete

5. Blue for new text

6. Submit to OHS electronically

7. OHS Regional Representative will review, approve or 
request additional information

8. Once approved, submit approved modification with “wet” 
signature from Authorized Agent.

9. Use latest modification as basis for next cash request

Sample



Financial Management Forms Workbook

Modifications

Subgrantee responsibilities in Modification Process
• Communicate request to OHS

• Receive approval and confirmation of modification from OHS

• Request funds consistent with the modification

• Report change in Grant Reporting Tool (GRT)

• Biannual Strategy Implementation Report (BSIR)



Financial Management Forms Workbook

BZPP / TSGP / UASI Non-Profit / PSIC

• Buffer Zone Protection Program

• Use same cash request form 

• Solution Area  - Equipment

• Discipline – LE

• Funding Source – BZPP
• Transit Security Grant Program

• Use same cash request form 

• Complete same as HSGP 

• Funding Source – TSP

• UASI Non–Profit

• Discipline- PNP

• Finding Source – UASI /NSGP

• Public Safety Interoperable Communications Grant

• Discipline- PSC

• Funding Source - PSIC



Closeout



Grant Closeout  Requirements
The sub-grantee must submit to OHS on it’s own 
letterhead a request to close the sub-grant award

The body of the letter must address the following:
• All approved work has been completed
• Certification that any Corrective Action Plan as a result of   

monitoring findings has been completed and findings resolved
• All funds have been requested or final cash request
• If funds will not be utilized, authorization to disencumber the  

funds
• Reconciliation of actual costs to awards, modifications,  

reimbursements or advances 
• Acknowledgement of the record retention period



Grant Closeout
Retention Period

• Three-years 

• Starts from submission of the final expenditure report

• In event of litigation, claim, negotiation, audit, or other action 
involving the records:

• Records must be retained until completion of the action 
and resolution of all issues which arise from it or 

• Three year period

• Whichever is later

More Information:  

• 2006 Financial Management Guide, U.S. DHS

• Office of Grants and Training

• Office of Grant Operations 

FY 05 and prior: 2005 Department of Justice Financial Guide



Break
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